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U. S. Departnent of Justice
Federal Bureau of Prisons

C h a.n g e Dl RECTI VE AFFECTED: 2272. 06
_ CHANGE NOTI CE NUMBER: 2272. 06
Notice

DATE: 6/11/98

1. PURPGCSE AND SCOPE. To revise the Program Statenent on
Tenporary Duty Assignnments (Energency Situations) to integrate
changes negotiated with the Council of Prison Locals, Anmerican
Federati on of CGovernnent Enpl oyees.

2. SUWARY COF CHANGES. Highlights of changes include:

# Changes were made in | anguage regarding the enpl oyee’s right
to request early departure fromthe TDY assignnent, as well
as the enployer’s obligation to consider any adverse effect
t he TDY assignment may have on the enpl oyee or his or her
famly.

# Staff will be given 100 percent of estimated expenses, |ess
common carrier costs. Staff may request a Governnent-issued
American Express card if their TDY assignnment is known at
| east 30 days in advance.

# Language was added strengthening provisions that direct the
Bureau to provide transportation for TDY enpl oyees to and
fromthe TDY work site and for other necessary purposes
outlined in the Federal Travel Regul ations.

# The Council of Prison Locals President retains the right to
designate the Union representative for the TDY site.

3. ACTION. File this Change Notice in front of the Program
Statenment on Tenporary Duty Assignnents (Emergency Situations).

/sl
Kat hl een Hawk Sawyer
Director



U. S. Departnent of Justice
Federal Bureau of Prisons

CPl:  HRM
Program e rn

SUBJECT: Tenporary Duty

Statement gL (Erergeney

1. PURPGCSE AND SCOPE. To provide standard procedures for
tenporary duty assignnments of Bureau staff during or resulting
fromenergency situations within the Federal Bureau of Prisons.

In recent years there have been energency situations requiring
the tenporary assignnent of Bureau staff away fromtheir hone
duty stations. Wiile each situation was sonmewhat uni que, there
wer e comon probl ens involving assi gnment and adm ni strati on of
personnel matters. This policy provides a ready reference
docunent for adm nistrators responsible for the set-up and
operation of a tenporary Bureau facility or operation during an
energency situation.

2. PROGRAM OBJECTIVES. The expected results of this program
are:

a. The Bureau's energency response capabilities wll be
enhanced by depl oyi ng needed staff from Bureau work sites to
i nstitutions undergoi ng energenci es.

b. Costs for maintaining tenporary duty assi gnment enpl oyees
will be incurred consistent with governnent regul ations.

3. DI RECTI VES AFFECTED

a. Directive Rescinded

PS 2272.05 Tenporary Duty Assignnents (Enmergency
Situations) (10/7/97)
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b. Drectives Referenced
PS 2200. 01 BOP Travel Regul ations (11/1/84)
PS 3000. 02 Human Resour ce Managenent Manual (11/1/93)
PS 3420. 08 St andards of Enpl oyee Conduct (3/7/96)

FPMR 101-38.3 Oficial Use of Mtor Vehicles
41 CFR § 301 Federal Travel Regul ations

4. STANDARDS REFERENCED

a. Anerican Correctional Association 3rd Edition Standards for
Adult Correctional Institutions: 3-4055, 3-4058, and 3-4064.

b. American Correctional Association 3rd Edition Standards for
Adult Local Detention Facilities: 3-ALDF- 1C- 04, 3-ALDF-1C- 08,
3-ALDF-1C-09, 3-ALDF-1C-11, and 3-ALDF-1C- 20.

c. Anerican Correctional Association 2nd Edition Standards for
Adm ni stration of Correctional Agencies: 2-CO1C-03, 2-CO 1C 13,
and 2-CO 1C 16.

d. Anerican Correctional Association Standards for Adult
Correctional Boot Canp Prograns: 1-ABC- 1C 03, 1-ABC-1C 09,
1- ABC-1C- 10, 1-ABC-1C- 14, and 1- ABC-1C- 19.

5. DEPLOYMENT OF TEMPORARY DUTY (TDY) STAFF. The follow ng
procedures will be used to deploy staff during TDY situations:

a. Deploynent of TDY staff within a specific region is at the
Regional Director's discretion and every effort shall be nmade to
keep TDY deploynment within the region affected. Deploynent of
tenporary duty staff outside of the region where the situation
exists requires the Director's authorization.

b. The Regional Director, after consultation with the Warden
of the institution to which TDY staff are being sent, shal
determ ne TDY position needs. The regional office staff shal
select institutions to send TDY staff based on current staff
conpl enents and the operational needs of the sending institution.

A sufficient conplenment of staff shall be deployed to ensure
that the TDY facility is able to neet necessary operational needs
whi |l e preventing extensive overtine.

c. Once an institution is identified to provide TDY staff,
volunteers shall, insofar as possible, be solicited from affected
departnents (e.g. Food Service, Correctional Services, Medica
Servi ces, Human Resources, Facility Managenent, Chapl aincy).
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When a list of volunteers has been established, the Warden
shal | select TDY staff based on their experience, special
know edge, and the specific requirenents of the TDY assi gnnent.

d. If there are no volunteers, the sending Warden shall assign
enpl oyees in accordance wth the agency’ s right to carry out its
m ssion. The Enployer will consider any adverse effects on an
enpl oyee’ s financial condition should they be ordered to a TDY
assi gnnent .

e. Every effort shall be nade to avoid sendi ng probationary
enpl oyees on TDY assignnents of this nature. |If it is necessary
to send probationary enpl oyees, only those who have conpl et ed
I ntroduction to Correctional Techniques Training at the Staff
Trai ni ng Acadeny at dynco, CGeorgia shall be sel ected.

f. The services of sonme support positions (e.g. secretaries)
may be obtai ned through | ocal job placenent centers.

g. Reasonable efforts shall be made to assign duties to TDY
staff which are simlar to the duties they ordinarily perform at
their hone institution.

h. Prior authorization fromthe Director is necessary before
non-| aw enforcenent covered staff are depl oyed.

6. LENGIH OF TDY ASSI GNMENTS

a. Enployees will be notified in advance of the expected
| ength of the TDY assignnment. Odinarily, enployees shall stay
the length of the situation for TDY assignnents |ess than 30
days.

b. If a TDY situation is anticipated to exceed 30 days, the
initial staffing assignments will be 30 days for 50% of the staff
and 45 days for the other 50% of the staff.

Thi s procedure ensures sone operating continuity during the
relief of TDY staff. Subsequent assignnents ordinarily shall be
in 30-day increnments. Both Wardens will coordinate the relief of
TDY staff as needed.

c. Wth the approval of both the hone and TDY institutions
Wardens, staff may voluntarily extend their TDY assignnment for an
addi tional 30-day tour. The voluntary extension shall be in
accordance wwth 5 U.S.C. 3341. Early departure fromthe TDY
facility for any reason shall require both Wardens' approval. At
any tinme an enpl oyee may request, through managenent, early
departure fromthe TDY assignnment. The Enployer will consider
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any adverse effect the assignnent nmay be placing on the enpl oyee
or the enployee’'s famly.

7. TDY TRAVEL AND ENTI TLEMENTS

a. Al travel to and fromthe TDY site will be on governnent
tinme, if practicable. However, travel to energency situations
shal | be authorized to provide the nost expeditious response.

b. For TDY assignnments |onger than 30 days, staff who are
eligible shall receive a travel advance for 100% of esti mated
expenses, |ess comon carrier costs. Alternatively, when it is
known at | east 30 days in advance that an enployee will be in a
TDY assi gnnent, the enpl oyee nay apply for a Governnment issued
Anerican Express Card for official use only. |If such a card is
issued to the enployee, it is understood that no travel advance
wi |l be authorized.

. | f applicable, additional travel advances will be
granted only if the TDY status of the enployee has been
ext ended and the enpl oyee has submitted to the sending
institution a voucher to settle the initial advance.

. Vouchers may be submitted through the TDY institution's
busi ness office to facilitate the process. The TDY
Business O fice shall imediately forward all vouchers

for settlenent to the hone Busi ness O fice.

. Al travel must be submtted for settlenent within five
wor ki ng days of returning to the honme institution.

c. Al travel shall be by air or government vehicle unless
ci rcunstances dictate otherwi se. Use of privately owned vehicles
(POV) shall be authorized when it is determned to be
advant ageous to the governnent.

. When POV use is approved for personal convenience,
rei mbursenment cannot exceed the cost of the
transportation by conmmon carrier. Such authorization
must be made in advance in accordance with the Federal
Travel Regul ations.

d. When a POV is authorized, the tine allotted for en route
travel nmust be sufficient to allow the enployee to safely trave
to the TDY facility. The enpl oyee shall travel an average of 300
m | es per day.

e. |If necessary, the governnment wll provide transportation
fromlodging to the TDY facility and back for shift changes.
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. | f governnent transportation is not nmade avail able, TDY
staff with a POV shall be reinbursed for mleage driven
between their |lodging site and the TDY institution
during daily duty assignnents.

f. The agency will ensure that enough vehicles are avail able
or that arrangenents are nade to ensure TDY staff are able to
travel back and forth fromwork at the TDY site, as well as for
of f duty purposes in accordance with Federal Travel Regul ations
(laundry, groceries, etc.).

. Per sonal POV use (shopping, entertainment, etc.) shal
be at the enpl oyee's expense.

g. In extended tenporary duty situations, it is recommended
that agreenents be negotiated with lodging sites to establish
special lodging rates for TDY staff. Lodgi ng agreenments should
not exceed the allowable rate for that particul ar area.

. TDY staff are responsible for paying | odgi ng expenses
at the agreed upon rate.

. Based on the operational needs of the TDY institution
(for instance, the accessibility and transport of
staff), the nunber of authorized | odging sites may be
[imted.

. Lodging receipts are required in order to claim
rei mbursenent and settle the travel voucher.

h. The maxi mum per diemrate as prescribed in Federal Travel
Regul ations (41 CFR 301) shall apply in all cases and the neals
and incidental expenses (M& E) rate shall not be reduced. Per
diemis intended to cover neals, incidental expenses, |aundry,
dry cl eaning, and | odgi ng and cannot exceed the maxi num al | owed
in the Federal Travel Regul ations.

i. Personal tel ephone calls will be reinbursed in accordance
with the BOP Travel Regul ations.

8. TIME AND ATTENDANCE RECORDS AND PAY ENTI TLEMENTS

a. Tinme and attendance (T&A) docunentation shall be maintained
at the tenporary duty site for all TDY staff. Actual cl ock
hours worked nmust be recorded for each enployee. The Human
Resource Manager, or designee, at the tenporary duty site is
designated to certify and forward T&A data to the hone
institution.
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b. Overtine authorizations and enpl oyee work schedul es shal
be facsimled or transmtted by BOPNet G oupWse to the Human
Resource Manager of the home institution. Fromthis
docunentation, the staff nenber's T&A shall be generated and
approved by the appropriate departnent head.

c. Care should be taken to schedule travel to and from TDY
sites during the enpl oyee's regul ar eight hour work day since
overtinme or conpensatory time for travel is generally not
payabl e.

Particular attention should be given to avoiding situations in
whi ch an enpl oyee conpl etes one work assignnment, travels to the
new duty station and is required to report for work with little
or no break.

. I n energency situations, overtinme for travel can be
aut horized (as travel to the site of an uncontroll abl e
event) in order to respond expeditiously.

. I n circunstances other than energencies, enployees
traveling to or fromthe tenporary duty site shall be
allowed to travel during regular duty hours.

. Shoul d circunstances require travel outside regular
duty hours, the person ordering such travel shal
docunent the reasons.

d. In extended TDY situations which [ ast over 30 days, Human
Resour ce Managers at enpl oyees' hone institutions shall make
avai l able, by facsimle or BOPNet, all |ocal vacancy

announcenents to TDY staff.

It is the enployee’ s responsibility to forward an application
for a vacancy, which he/she is interested in, to the TDY
institution s Human Resource Manager

e. Unless the Director approves otherw se, staff at the G5 12
or higher grade |evel are only eligible for conpensatory tinme in
lieu of overtine pay.

f. Wardens of TDY sites shall ensure that overtine allotnents
do not exceed regul ated pay caps.

g. Tenporary assignments to higher-graded positions shall be
handl ed in accordance with Bureau Merit Pronotion Plans contained
in the Human Resour ce Managenent Manual
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9. TDY PERSONNEL MANAGEMENT AND STAFF SUPPORT
a. In any energency or extended TDY situation, a briefing

period for newy arriving staff, conpleted on governnent tinme and
normal ly not to exceed two hours, is required.

b. The Warden of the TDY site, in coordination with the
regional office, shall acquire all necessary health, safety, and
conmmuni cati ons equi pnent as soon as possi bl e.

c. For TDY situations exceeding 30 days, the Council of Prison
Locals President will be contacted and requested to appoint a
representative for the TDY site. This person wll act as a
[iaison with the tenporary institution Warden. The institution
wi |l provide access to the President of the Council of Prison
Local s and any appointed representatives to carry out
representational responsibilities that may be required.

d. Enpl oyee conduct issues occurring at a TDY facility which
may require disciplinary action will be handled at the enpl oyee's
home institution to ensure proper representation, personnel
actions, and other procedures.

. Any and all docunents pertaining to the disciplinary
action shall be forwarded to the enpl oyee's hone
institution's Human Resource Manhager

. I n such circunstances, the enployee's TDY assi gnhnment
may be term nated and the enpl oyee returned to the hone
institution.

Al'l investigative reports and/or docunentation shall be
forwarded to the enpl oyee's hone institution for review and
processing. Care must be taken to ensure the rights of the
enpl oyee are protected at all tines. Any union concerns or
gquestions should be directed to the Council President’s
desi gnated representative. QOher questions may be directed to
t he Human Resource Manager, or Labor Managenent Rel ations
Section, Central Ofice.

e. For TDY situations exceeding 30 days, a nmenorandum
docunenting performance shall be sent to the enployee’ s i medi ate
supervisor at the home institution for consideration in making
entries in the enpl oyee's Perfornmance Log.

f. Wen practicable, an orientation package containing area
information shall be forwarded fromthe TDY institution to
sendi ng institutions.
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g. The institution Human Resource Manager, or designee, shal
ensure that TDY enpl oyees are provided with the informational
handout (Attachnment A) summari zi ng enpl oyee entitl enents and
obligations during the TDY assignnment. The institution
Controller, or designee, is responsible for answering questions
pertaining to pay and travel.

/sl
Kat hl een Hawk Sawyer
Director
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TEMPORARY DUTY ASSI GNMENTS - EMPLOYEE ENTI TLEMENTS & OBLI GATI ONS

| NTRODUCTI ON

You have been selected for tenporary duty (TDY) assignnent as
aut hori zed by the Director/Regional D rector.

In keeping with the phil osophy of the Bureau, tenporary duty
assignnents, to the extent possible, are nmade on a voluntary
basis. Your selection was based on the unique skills you bring
to the mssion of the tenporary duty assignnent. Because of your
particular skills, you may have been sel ected by other than

vol untary neans.

1. As with all TDY assignnents, you will be tenporarily placed
under authority of the Warden and managenent/supervi sory
staff in place at the tenporary duty facility. This TDY
assi gnnment may include duties which are different from your
nor mal assignnents.

2. For the initial staffing of a tenporary duty facility, 50%
of the TDY conplenent will stay for 30 days and the ot her
50% w Il stay for 45 days. This wll ensure that trained
staff, famliar with the uni que operational aspects of the
TDY assignnent, are in place at all times. Al subsequent
tenporary duty assignnents will ordinarily be in 30 day
increments. Your supervisor will informyou of your
expected | ength of assignnent prior to your departure.

TDY staff may be allowed to extend for an additional 30 day
tour of duty when requested, but only with the approval of

t he sending and receiving Warden. [|f the TDY assignnent is
anticipated to be for less than 30 days, you will be advised
prior to your departure. Early departure fromthe TDY
facility requires the approval of both the Warden of your
home institution and the TDY site Warden.

3. If you are involved in conduct at the TDY facility which may
require disciplinary action, you may be returned to your
home institution where the action wll be processed to
ensure proper representation, personnel actions, and
procedures are followed. Care wll be taken to ensure your
rights are fully protected at all tines.

Any uni on concerns or questions you have while in TDY status
shoul d be directed to the union representative assi gned by
the Council of Prison Locals’ President.
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4. Your TDY assignnment may include voluntary and/ or mandatory
overtinme. An assignnent roster (work week schedule) will be
provided to you upon your arrival.

TRAVEL ENTI TLEMENTS

This section will explain your travel entitlements while you are
on your extended TDY assignnent.

1. Travel Authorization

As soon as you are officially notified of your TDY
assignnment, a travel authorization wll be prepared for you.
Your local Ofice of Financial Managenent will assist you
with this procedure. The travel authorization nust include
the |l ocation and exact dates of your TDY assignnment, per
diemrate, node of transportation, and an estinate of the
total cost of your trip.

The node of transportation authorized will be by common
carrier (air) or governnent vehicle unless circunstances
dictate otherwse. |If you are authorized to travel by
privately owned vehicle (POV), you will be allowed
sufficient en route travel tinme to drive safely to the TDY
| ocati on.

2. Travel Advances

If eligible, you will receive a travel advance for 100% of
esti mat ed expenses, | ess common carrier costs. |If you have
a Governnent Contractor |ssued Charge Card, you will not be
aut hori zed a travel advance but may obtain travel ers checks
or an ATM advance.

3. Authorized Travel Expenses

While in TDY status, you wll be authorized certain travel
expenses: per diem transportation and m scel |l aneous as
descri bed bel ow

1 Per D em

The per diemallowance is a daily paynent for actual | odging
expenses and an additional amount for neals, and rel ated

i nci dental expenses. The per diemrate authorized for you
wll be the maxi mumrate established by Federal Travel

Regul ations (41 CFR §8 301) for the location of your TDY
assignment. The neals and incidental expenses (M E) rate
w Il not be reduced. |f you are authorized to spend the
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night in a location while en route to your TDY assi gnment
(such as when a POV is authorized), your per diemrate for
that day wll be determ ned by where you spend the night.

You will be reinbursed for your actual |odging costs plus
tax, if applicable, not to exceed the maxi num al | owabl e
rate. Efforts will be made to negotiate a | odging rate that
is wthin your authorized per diem The nunber of | odging
sites utilized may be limted based on the operational needs
of the TDY facility. You nust retain receipts for al

| odgi ng costs.

The incidental expenses covered by per dieminclude |aundry,
dry cleaning, and tips.

1 Transportation

You will be reinbursed for all transportation expenses

aut hori zed on your travel authorization. If you are

aut hori zed common carrier (air), and do not possess a
Governnment Contractor |ssued Charge Card, your institution
w Il purchase your ticket for you. |[If you possess a

Gover nnment Contractor |ssued Charge Card, you shoul d charge
the ticket to your issued card.

I f transportation by a POV is considered advantageous to the
government, you will be authorized to travel to the TDY site
usi ng your personal vehicle. Reinbursenent will be nmade on
a mleage basis. You wll be reinbursed for the ml eage
driven to the TDY location and return and for m | eage driven
to and fromwork at the TDY | ocation, unless governnment
transportation is provided. You may also claimtolls and
par ki ng when duty-rel at ed.

| f you choose to drive your POV for personal conveni ence,
rei nbursenent may not exceed the cost of transportation by
common carrier. You will not be reinbursed for m | eage
driven to and fromwork if government transportation is
avai l abl e and you will not be reinbursed m | eage for
personal POV use.

1 M scel | aneous

Personal tel ephone calls will be reinbursed in accordance
with the BOP Travel Regul ations. You should check with your
| ocal Controller who will give you specifics on phone cal
[imtations.
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You al so may be reinbursed if you are charged for purchasing
traveler's checks with your travel advance. You nust have a
receipt to claimreinbursenent for this.

! Settling Your Travel Voucher

You nust settle your travel voucher within five working days
after returning fromyour TDY assignnent. |If your TDY

assi gnnment has been extended, you nmust submt a voucher for
the prior period to your home institution before you wll be
i ssued anot her travel advance. The business office at your
TDY |l ocation will assist you in submtting this voucher.

HUVAN RESOURCES MANAGEMENT | SSUES

Contained in this section are Human Resource Managenent issues
that will affect you while on your TDY assignment.

1

Your time and attendance records will be maintained at the
TDY | ocation by a designated tinme keeper. At the end of
each pay period, your work schedule will be transmtted to
your home institution for processing to the National Finance
Center.

Pl ease be sure to nake appropriate arrangenents to receive
your paycheck while in a TDY status. This should be done,
if possible, prior to leaving for your TDY assignnent. See
your | ocal Human Resource Manager for assistance.

The President of the AFGE, Council of Prison Locals has
designated a union official to serve as the union
representative for the TDY site. Any union related concerns
or questions should be referred to this individual.

Vacancy announcenents wll be made available for staff while
in a TDY assignnment status. It is the enployee’s
responsibility to submt a conplete application to the TDY
site Human Resource Manager

Federal |aw precludes the paynent of biweekly salary which
exceeds the statutory pay cap. Your basic pay plus night
pay, Sunday pay, overtinme pay and holiday pay may not exceed
this cap. |If you feel your assigned schedule will put you
above the cap, please bring the matter to the attenti on of
your TDY supervisor for resol ution.
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In an extended TDY situation, 30 days or nore, a nmenorandum
docunenting your performance will be forwarded to your

i mredi at e supervi sor at your hone institution for

consi deration when nmaking entries into your performance | og.

The Warden nmay aut horize overtinme for travel inlimted
situations. Oherw se, care shall be taken to schedul e
travel to and from TDY sites during your regular 8-hour work
day, since overtine or conpensatory tinme for travel is
general |y not payabl e.

Particular attention wll be given to avoiding situations in
whi ch you are required to conpl ete one work assi gnnent,
travel to a new duty station, and be required to report for
work with little or no break.

A Human Resource Managenent enployee will usually be
assigned to the TDY site to assist you with personnel
rel ated i ssues or questions you may have during your
assi gnnent .

GENERAL | SSUES

1

As a newWy arriving TDY staff menber, you will be required
to attend a brief orientation. This orientation will be
conpl eted on governnent tinme and will provide you with work
schedul es and general information necessary to effectively
performyour duties. You will be notified in advance of the
time, date, and location of this orientation. You nust
schedul e your travel arrangenents so that you wll be able
to attend this neeting.

The Warden of the TDY site shall acquire all necessary duty-
related health, safety, and communi cati ons equi pnent as soon
as possible. SORT teans being deployed to a TDY site shal
bring their own equi pnent. Personal equi pnment such as rain
gear, belt clips, key chains, hats, proper clothing and/or
uniforms for the climate at the site nust be brought by each
enpl oyee.

As TDY staff you will be under the direct supervision of the
supervisory staff located on-site. This may or may not be a
supervi sor fromyour hone institution. You are expected to

follow the direction of the managenent and supervisory staff
on-site.
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4. You have been provided with a travel advance or traveler's
checks and the paynent of all bills incurred is your
responsi bility.

5. A TDY situation may create a great deal of public interest
and scrutiny. In view of this, always renenber that you
represent the Bureau of Prisons and you nust conduct
your sel f accordi ngly.

| acknowl edge recei pt of Attachnment A, Tenporary Duty Assignnments
- Enploynent Entitlenents & Qoligations.

Enpl oyee si gnat ure:

Dat e:




